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PUBLIC HOUSING AND COMMUNITY DEVELOPMENT

ADMINISTRATIVE PLAN
HOUSING CHOICE VOUCHER PROGRAMS

Chapter 1. Program Administration
1.1. Purpose of the Plan

This Administrative Plan is a supporting document to Public Housing and Community Development’s
(PHCD) Public Housing Agency (PHA) Plan. It shall be available for public review during regular office
hours Monday through Friday at its main administrative offices located at 701 NW 1st Court, 16th Floor,
Miami, Florida 33136-3914.

The purpose of this Administrative Plan is to establish written policies in accordance with United States
Department of Housing and Urban Development (USHUD) regulations and in regards to matters not
covered under the USHUD regulations, but left to local discretion, for the Housing Choice Voucher and
the Moderate Rehabilitation Programs (unless specifically stated as being solely a Moderate
Rehabilitation Program requirement, all references to these programs are referred to as the “Housing
Choice Voucher” Program). The regulations that govern the programs are documented in 24 Code of
Federal Regulations (CFR) Parts 5, 982, and other applicable regulations promulgated by the USHUD.

The goal of this Administrative Plan for the Housing Choice Voucher and Moderate Rehabilitation
Programs is to achieve three (3) major objectives:

1. To provide improved living conditions for low income families while maintaining their rent
payments at an affordable level,

2. To provide decent, safe, and sanitary housing for eligible program participants; and

3. To provide an incentive to private property owners to rent to lower income families by offering
timely assistance payments.

In addition, this Plan advocates the following:
1. Protection of the rights of owners and participants in all neighborhoods;

2. Protection of low income working families assisted through the Housing Choice Voucher Program
from inflated rents;

3. Provision to any resident of Miami-Dade County who wants access to a copy of this Plan and to
explain how to file complaints;

4. Ensure Housing Choice Voucher Program owners meet all financial obligations to local
governments; and

5. Requires owners and tenants to meet requirements of federal housing regulations and this
Administrative Plan.
1.2 Public Housing and Community Development (PHCD)

Miami-Dade County, a political subdivision of the State of Florida, is the local government entity
responsible for affordable housing programs, administers the Housing Choice Voucher Programs through
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its housing department, the Public Housing and Community Development, or its successor agency or
department, collectively referred to as the “Agency” or “PHCD.” Any policy revisions to this Administrative
Plan after its adoption requires approval from the Miami-Dade Board of County Commissioners or other
authorized PHCD officials.

Administration of the Housing Choice Voucher programs shall comply with applicable Federal, State and
local law, the Housing Choice Voucher regulations, handbooks, and policies promulgated by USHUD,
and other federal laws including the Fair Housing Act, as amended, The Civil Rights Act of 1964, as
amended, Section 504 of the Rehabilitation Act of 1973, as amended, and Section 3 of the Housing and
Urban Development Act of 1968, as amended.

For more information visit PHCD’s website at www.miamidade.gov/housing
1.3 Jurisdiction of the Agency

PHCD has jurisdiction throughout all of incorporated and unincorporated Miami-Dade County for the
Housing Choice Voucher Program. Although several housing agencies have been established within the
various municipalities of Miami-Dade County, federal regulations allow the Voucher holder (also known as
Housing Choice Voucher participant) to use the assistance anywhere there is a housing agency or
authority implementing the Housing Choice Voucher program (see Chapter 18 on “Portability”).

1.4 Location of Office

The main office for the Housing Choice Voucher Program (HCV) is located at 7400 NW 19" Street, Bay
H, Miami, FL 33126, where HCV applicants and program participants are served. If the office serving
HCV clients changes, the PHCD will so notify the affected tenants. The PHCD offices shall be accessible
to persons with disabilities.

1.5 Administrative Fee Reserve

Federal regulations require the Board of County Commissioners to establish the maximum amount of
Annual Contributions Contract (ACC) funds that may be charged against the administrative fee reserve
without specific Board approval. However, the PHCD will request Board approval to access the
administrative fee reserve in the ACC for awards and contracts exceeding $100,000.

1.6 Ann Marie Adker Consent Decree, et al v Miami-Dade County and USHUD (Adker Decree)

The Adker Decree expired August 1, 2009. PHCD will ensure that the eligibility process is completed for
mobility pool members that commenced the process prior to the expiration of the Adker Decree.
Notwithstanding the expiration of the Adker Decree, PHCD shall comply with Miami-Dade Board of
County Commissioners’ Resolution No. R-1075-09 adopted on September 1, 2009. Pursuant to that
resolution, PHCD and all County departments that administer affordable housing programs shall:

1. Ensure that the mandates of the Adker Decree of providing desegregative opportunities to all
residents, participants and applicants of public housing, Section 8 Housing Choice Voucher,
Section 8 Moderate Rehabilitation and other federally subsidized project-based and tenant-based
housing programs administered by the County are continued;

2. Maintain the current Adker-related provisions in the Public Housing and Community
Development’s Admissions and Continued Occupancy Policy (ACOP) and Section 8
Administrative Plan;

3. Designate a person(s) or division within the Agency to be responsible for ensuring compliance
with the terms of Board’s resolution; and
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4. Provide any reports required by the Board, the Mayor or the Mayor’s designee.
1.7 Assistance for Limited English Proficiency (LEP) Persons
Assistance to Limited English Proficient Persons

According with HUD’s Final Guidance to Federal Assistant Recipients Regarding Title VI Prohibition
Against National Origin Discrimination Affecting Limited English Proficient Persons (Final Guidance),
PHCD is committed to ensure direct access to its program and activities to all applicants and program
participants, regardless of the primary language they speak.

A Limited English Proficient (LEP) person does not speak English as the primary language and has
limited ability to read, write, or understand English at a level that permits the person to communicate
effectively in the course of applying or receiving services or benefits from recipients of federal funds.

A. Four Factor Analysis

The Final Guidance defines a self-assessment method to assists agencies receiving HUD funds in
determining the extent of their obligations to LEP persons. PHCD has conducted the following four-factor
self-assessment and concluded that Spanish and Creole are the non-English languages most commonly
spoken by the LEP population it serves:

1. The number or proportion of LEP persons eligible to be served or likely to be encountered by the
program or grantee (persons speaking a language other than English exceeds five percent (5%) or
1,000 persons, whichever is less);

2. The frequency with which LEP persons come in contact with the program;

3. The nature and importance of the program, activity, or service provided by the program to people’s
lives; and

4. The resources available to PHCD and its costs.

B. Language Assistance Plan (LAP) and Safe Harbor

PHCD posts Spanish and Creole signs at its administrative and site management offices (public places)
and on its website to inform LEP persons that free oral interpretation services and translation of vital
PHCD’s documents are available upon request. Additionally, applicants and program participants are
informed of their ability to request an interpreter in all written PHCD’s advertisements and notifications
related to hearings, interviews, scheduled appointments, and adverse action notices.

1. Staff Training

PHCD employees are provided with training on the LEP policy requirements, their role in
assisting LEP persons, and with information on the resources available for LEP persons and how
to access these resources.

2. Oral Language Interpretation

PHCD counts with bilingual staff members fluent in Spanish or Creole who provide oral language
interpretation to LEP persons at face-to-face or telephone contacts, as needed. Also, oral
language interpretation services may be provided for scheduled appointments, meetings, informal
reviews, hearings and interviews, upon request five (5) business days in advance, from the
Section 504/ADA Coordinator. The Section 504/ADA Coordinator secures oral translation
services from approved vendors, according to the County’s procurement procedures.

Language interpretation services are offered to LEP persons for activities including but not limited
to the following:
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Eligibility Interview

Voucher Briefing

Rental Interview and Lease Signing

Initial, Annual, and Interim Reexaminations
Transfer and Resident Tenancy Application
Reasonable Accommodation Requests
Conferences, Informal Reviews and Hearings

PHCD staff is prohibited from requiring or asking LEP persons to bring their own interpreter. If a
LEP person requests that an adult family member or friend (18 years of age or older) provide
interpretation, this practice is acceptable only if it is his/her choice. The LEP person will be
advised by PHCD staff about the availability of free language services.

3. Written Language Translation of Vital Documents

HUD'’s Final Guidance defines vital documents as “those that are critical for ensuring meaningful
access by beneficiaries or potential beneficiaries generally and LEP persons specifically.” PHCD
uses the County’s translation services provided by the Community Information and Outreach
(CIO) Department to translate its vital documents and advertisements into Spanish and Creole.

PHCD has translated into Spanish and Creole the following vital documents. They are available in
the shared drive, at H:\Compliance Reference Library\Forms - Agency Master Folders and must
be provided to LEP persons upon request.

e Consent and complaint forms

e Intake forms with the potential for important consequences

e Written notices of rights, denial, loss, or decreases in benefits or services, and other
hearings

¢ Notices of termination of assistance and eviction

¢ Notices of advising LEP persons of free language assistance

e Notices of public hearings, especially those that meet Community Planning and
Development’s citizen participation requirements
Public Housing Lease and tenant rules, and/or
Applications to participate in a recipient’s program or activity or to receive recipient
benefits or services.

C. Monitoring and Updating

PHCD will periodically review and assess its LEP policy, based on Miami-Dade County’s demographics
and changes in HUD regulations.

Chapter 2. Eligibility for Admission and Processing of Applications
2.1 Affirmative Marketing
PHCD’s marketing plan ensures inclusion on its waiting list of all people without regard to race, national

origin, color, sex, religion, age, disability, familial and marital status, ancestry, sexual orientation, gender
identity, or source of income.
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The opening of the waiting list will be advertised at a minimum in each of the following newspapers: The
Miami Herald, the largest paper of daily general circulation; The Miami Times, the paper with the largest

circulation

among African-Americans; Diario Las Americas, a Spanish publication; the Haiti en March, a

Haitian publication; and The Voice, a publication for disabled people. The opening and closing dates of

any open
conducted

waiting list period will be advertised in advance. The waiting list ranking process will be
per the State of Florida laws by lottery.

1. Outreach to Very-Low Income Families

Efforts will be taken to ensure outreach to Miami-Dade County's eligible population providing
information of all opportunities to apply for program assistance. In order to reach the widest
eligible population, the agency may use special outreach in any of the following methods

A
B.

C
D.
E
F

Notice to churches, synagogues, and other places of worship,

Notice to government offices including but not limited to Miami-Dade County regional
libraries, Miami-Dade County Community Action Agency, Social Security Administration,
State of Florida Department of Children and Families, Legal Services of Greater Miami, Inc.,
or other agencies designed to assist the low income community;

. Notice to agencies that assist the elderly or disabled;

Public service announcement on radio or television;

. Announcement at public meetings; and

. Any other methods deemed appropriate to increase the scope of outreach for eligible

applicants.

2. Marketing and informational materials will:

A

B.
C.

. Comply with Fair Housing Act requirements on wording, logo, etc.;
Describe the application process, waiting list and preference structure accurately;

Use clear and easy to understand terms and distribute in more than English-language print
media;

. Contact agencies that serve potentially qualified applicants least likely to apply (e.g. the
disabled) to ensure that accessible/504/ADA-adaptable units are offered to applicants who
need their features;

. Make clear who is eligible: low income individuals and families; working and non-working
people; and people with both physical and mental disabilities; and

Be clear about PHCD's responsibility to provide reasonable accommodations to people with
disabilities.

2.2 Waiting List Management

PHCD has a community-wide waiting list with separate rankings for its programs: one for Project-based
programs and another for Tenant-based programs:
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The Project-based programs include the following:

A. Conventional Public Housing, including Assisted Living Facilities

B. County—owned Section 8 New Construction (*)

(*) County-owned Section 8 New Construction Developments: Miami Gardens, Wynwood, Singer
Plaza, Little Havana |, Riverside, Gibson Plaza, Coconut Grove, Goulds and Perrine Rainbow.
The Tenant-based programs include the following:

A. The Housing Choice Voucher Program, and all targeted programs including but not limited to,
B. Family Unification Program (FUP);

C. Veterans Affairs Supportive Housing (VASH);

D. Mainstream Vouchers for Non-Elderly Persons with Disabilities (NED);

E. Project-Based Voucher Program; and

F. Moderate Rehabilitation

A specific list, ranked through a computerized lottery system, was established exclusively for
former residents of Scott/Carver Homes to return to the HOPE VI Target area.

Position on Waiting List

For the Project-based programs, each applicant will be categorized by the type (e.g., general
occupancy, elderly designated buildings, elderly and individuals with disability designated
buildings, unit with accessible features and size (number of bedrooms required) of unit.)
Applicants who qualify for any local preferences that may be established shall be given priority for
housing placement over non-preference applicants.

Movement on the Waiting List

A. Each applicant family moves up the waiting list in sequence, based upon:
1) A neutral lottery system that determines the applicant’s ranking on each program.
2) Local preference.
3) Type and size of unit required.
When an applicant reaches the top for the Project-based program, the applicant’s information
will be verified, including any local preference request, so that the applicant may be certified
eligible to receive benefits. Applicants failing to provide verification of local preference will not
be eligible for said preference and will be restored to the general waiting list. Applicants
determined ineligible for local preference will be promptly notified of their change in status.
Applicants determined ineligible will be promptly notified of their ineligibility and the reason for

the determination, and shall be provided an opportunity for an informal review if requested
within thirty (30) days of the notice.
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B. Making Housing Offers to Eligible Applicants

1)
2)

PHCD makes project-based housing offers countywide based upon availability.

To ensure equal opportunity and nondiscrimination on grounds of race, color, sex,
religion, age, national origin, disability, ancestry, marital status, familial status, sex
orientation or source of income, the following procedures will be used to make unit offers.

a. Eligible applicants may receive a list of available units to select their choices
within five calendar days from which an offer will be made. Their choice must be
brought in person to the Applicant Leasing Center. No faxes will be accepted.

b. Applicants will receive a housing offer letter for the unit of their choice. If the unit
is not available, the applicant will be asked to select another unit from the
available list. If the applicant fails to respond or select an available unit, he/she
will be removed from the waiting list.

c. The unit will be given to the first eligible applicant who responds with an
acceptance, based on the date and time the acceptance response is received. If
the applicant fails to respond, their name will be removed from the waiting list.

d. If an applicant accepts one (1) of the units offered during the offer period, but the
unit was assigned to another applicant based on the date and time of the
acceptance response, he or she will receive additional offers.

e. Subject to the process described above, any applicant who refuses an offer shall
be removed from the Project-Based programs except if the applicant
demonstrates good cause (as defined in Section E of this Chapter) for rejecting
the offer.

f.  If the applicant accepts participation in a project based assisted housing program
(i.e. Section 8 Moderate Rehabilitation or Project Based Voucher) under the
tenant-based ranking number, the applicant will not be considered for any other
project-based program under the tenant-based ranking.

6. Changes to Family Composition

Changes to the family composition shall be considered and documented at the time such
changes occur.

A. Requests for additions to the family composition are to be made in writing by the head of
household and are restricted to:

1)

Spouses, co-heads, or domestic partners (see definition of Family in Attachment A of this
Administrative Plan), children born to, adopted, or otherwise granted custody by
operation of law, including foster children. PHCD will require documentation that the head
of household has authorization to include a minor as part of the household. Court
approved custody or guardianship is not the only mechanism for establishing that a head
of household has authorization to include a minor in the family composition. Addition of
minors may also be permitted for families in which one (1) or more children live with the
designee of the parent or legal custodian, with the parent or custodian’s written consent.
Documentation can include but is not limited to court documents, pre-need guardian,
school records, other state and federal public assistance documentation, or power of
attorney.
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Immediate relatives (sons, daughters, brothers, sisters, parents, grandparents and
grandchildren), may be added for humanitarian and extraordinary reasons, including
reasonable accommodation for a family member on a case-by-case basis and approved
by the division director or designee.

. Addition of a Live-in Aide

PHCD will consider approval of a written request for a live-in aide (see definition in
Attachment A) as a reasonable accommodation, upon written verification that the elderly,
near elderly or disabled person requires the services of a live-in aide. For the Live-in
Aide Request and Verification forms, refer to Attachment C, Reasonable Accommodation
Policies and Procedures.

The live-in aide is a household member not a family member. The income of the live-in
aide is not considered towards the calculation of the family’s annual income.

The live-in aide may live in the unit solely to care for the disabled family member and
qualifies for occupancy as long as the individual requires the supportive services. PHCD
shall deny occupancy of the unit to the live-in aide after the disabled resident, for
whatever reason, no longer resides in the unit.

A relative may be considered as a live-in aide, but must meet all the above criteria and be
qualified to provide the care for the family member. The head of household and the live-
in aide shall acknowledge that the live-in aide does not have any right to the voucher.
The live-in aide does not qualify for continued occupancy as a remaining family member,
by signing the Live-In Aide Agreement which shall become an addendum to the
resident’s lease (for the Live-In Agreement form, refer to Attachment C, Reasonable
Accommodation Policies and Procedures).

Under extraordinary circumstances, upon approval of the PHCD, relatives satisfying the
definition of a live-in aide wanting to have remaining family status may be added to the
family composition as a family member and not as a live-in aide. In such case, the
relative’s income will be considered in the family’s annual income.

An eligible live-in aide may be granted up to one (1) additional bedroom if approved as a
reasonable accommodation. The live-in aide may have PHA-approved family member(s)
live with him/her in the unit, as long as housing quality standards (HQS) are not violated
and there are no more than two people per bedroom or living/sleeping space (PIH Notice
2010-51). If additional family members result in violation of HQS, or do not meet the
eligibility requirements set forth below, this specific live-in aide may not be approved. No
additional bedrooms will be provided to accommodate the live-in aide’s family members.

The live-in aide (and family, if any) must provide the following documents as part of the
admission criteria described in this chapter:

Proof of identity

e \Verification of birth date

e Social security number,

e Other documents as may be required by USHUD

The live-in aide (and family, if any) will be asked to sign forms which include but is not
limited to the following:
¢ Live-in Aide Agreement
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e Authorization to Check Information

¢ Authorization to Obtain Criminal Background

¢ Authorization for the Release of Information/ Privacy Act Notice (Form HUD-
9886)

e Debts Owed to Public Housing Agencies and Terminations (Form HUD-5267)

e What You Should Know About EIV (Form by HUD)

9) PHCD will verify information of the live-in aide (and any family members) through EIV for
debt owed to another housing authority or program, or whether a prior termination has
been cleared.

10) The live-in aide individual (and any family members) may be denied for the following
reasons:
e Commits/committed fraud, bribery or any other corrupt or criminal act in
connection with any federal housing program.

e Unauthorized household members .

e The screening process shows a pattern of arrests within the last ten (10) years
of engaging in drug or violent criminal activities excluding murder, arson,
aggravated felony battery and sex-related crimes not subject to lifetime
registration under a state sex offender registration program.

e Violent criminal activities shall include any criminal activity that has as one (1)
of its elements the use, attempted use, or threatened use of physical force
substantial enough to cause, or be reasonably likely to cause, non-trivial bodily
injury or property damage.

o A sex offender according to State Laws. PHCD will perform nationwide
background checks. The nationwide background check will be conducted
online using a database available at www.nsopw.gov (PIH Notice 2012-
28).

e Owes rent or other amounts to the PHA or to another PHA in connection with
Section 8 or public housing assistance under the 1937 Act.

. Removals from the Family Composition:

1) Applicants:

a. Any adult family member including the head of household requesting to be removed
from the family composition must provide a notarized statement agreeing to the
removal. PHCD, at its discretion, may request additional documentation to verify the
permanent relocation of the family member requesting removal.

b. If the adult family member is unable to provide the notarized statement agreeing to
removal from the family composition, the head of household must provide a written
statement explaining the reason why the family member is unable to provide the
statement and provide supporting documentation, if available (e.g. death certificate,
jail order).

2) Resident (continuous assistance):

a. Any adult family member, including the head of household, requesting to be removed
from the family composition, must provide a notarized statement agreeing to the
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removal, signed by the adult family member and the head of household. The
notarized statement must be accompanied by two (2) pieces of supporting
documentation showing that the family member is no longer residing in the
subsidized unit. Supporting documentation to prove another residency may include,
but is not limited to, a copy of the dwelling lease agreement and official mail properly
dated and showing the new address. PHCD, at its discretion, may request additional
documentation to verify the permanent relocation of the family member requesting
removal.

b. If the adult family member is unable to provide the notarized statement agreeing to
removal from the household, the head of household must provide a written statement
explaining the reason why the family member is unable to provide the statement and
provide supporting documentation, if available (e.g. death certificate, jail order).

D. Removal of Applicant Names from Waiting List

1) If an applicant does not respond to notices of scheduled appointments or to Agency
correspondence, even if no correspondence was received by the applicant because of a
change in address, the applicant’s name will be removed from the waiting list.

2) While each applicant is responsible for keeping PHCD apprised of changes in address,
phone number, income or other circumstances, no applicant shall be removed from the
applicable waiting list (project or tenant-based) from which he/she has been called,
except when one of the following situations occur:

a. The applicant receives and accepts an offer of housing for project-based assistance
from the project-based list or is issued a voucher for tenant-based assistance from
the tenant-based list;

b. The applicant requests that his’/her name be removed from the project or tenant-
based list.

2.3 Opening and Closing of the Waiting List
1. Timing

A. PHCD may elect to dissolve the waiting list as needed. Once the waiting list is dissolved,
applicants regardless of their ranking on the old waiting list, if applicable, must submit new
applications during the open registration period in order to be added to the new waiting list.
Notwithstanding the dissolution of the waiting list, applicants who are being processed prior to
dissolution of the waiting list will continue to be processed by PHCD.

B. One lottery is conducted for the tenant-based waiting list and another lottery is conducted for
the project-based programs. Ranking for each list is done through a computerized application
and is verified by a neutral third party.

C. PHCD may elect to open the waiting list if there are insufficient applicants for a particular
bedroom size, type (e.g., general occupancy, elderly designated buildings, accessible or non-
accessible, Assisted Living Facilities (ALF)), or for one or more of the local preferences.

D. The opening and closing of registration periods will be advertised in the media, as described
in Section 2.1 of this chapter, for the purpose of reaching all segments of the community and
providing advance notice.
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2. Open Registration at Designated Locations

A.

B.

People interested in applying for the programs offered by PHCD may do so during open
registration periods described herein.

Applications will be available on-line at designated locations. Media advertisement and
marketing providing notice of the opening of the waiting list will be conducted. The designated
locations will be accessible to people with disabilities and will be part of the notice.

3. Submission of Applications

A
B.

F.

The waiting list registration period shall remain open for at least five (5) days.

PHCD'’s application for admission may request and include, but may not be limited to, the
following information for each application: family composition and income, social security
numbers, applicant’s race and ethnicity; dates of birth; disability, immigration status of each
family member, and local preference.

Applications will be available electronically during the open registration period at
www.miamidade.gov/housing. Assistance with the online submission may be available at
locations specified in the media announcement throughout Miami-Dade County to enable
access to all eligible applicants.

In the event that PHCD decides to accept applications in person at designated locations,
PHCD will make reasonable accommodations for applicants with disabilities.

Only one application is allowed per family. Duplicate applications will be disregarded.
Applications will be screened for duplicity to ensure that the applicant or any other adult
family member listed in the application has not submitted another application.

If an applicant is determined ineligible, the applicant is entitled to an informal review.

2.4 Processing Applications for Admission

All applicants will certify that the information provided in the pre-application is true and accurate.
Verification of all information provided will be sought as part of the eligibility process.

1.

All applicants are responsible for updating PHCD regarding changes of address and other contact
information. If an applicant does not respond to notices of scheduled appointments or PHCD
correspondence requiring information, the applicant’'s name will be removed from the waiting list.
If removed from the waiting list, applicants will have a right to request an informal review in
accordance with Section 29.2, (Applicant reviews).

Applications are nontransferable, except under the following conditions:

A.

If the head of household deceases prior to or during the application process, one of the
remaining adult family members on the application will automatically become the hea